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CENTRAL I 


NEW WAR DEPARTMENT BUILDING 
WASHINGTON 25, D.C. 


17 December 1946 


MEMORANDUM FOR DEDUTY DIRECTOR OF CENTRAL INTRLLIGENCE FOR 


Subject: 


OPERATIONS « 


Organization and Flow Charts, Functions of 
Subordinate Sections, WDC. 


In compliance with verbal instructions the following are 
hereby submitted: 


Tab As 
Tab Be 
Tab C3 
Tab Ds 


Tab Es: 


Funotions of Offices, Sections and Projects, WDC. 
Organization Charts 

Document Flow Chart, Japanese Documentsa 

Flow Chart, Accession Lists. 


Flow Chart, Summary, Transletion, or Research 25xX1 
Reporte 


SRC) 
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Aoersis For Refeithljod 


l. Office of the Chief 
Asst 
ae Responsible to Beputy Director fo Operations, GIG, for the 
fulfillment of the Weshineton Document Genter mission, performing 
functions listed below subject to CIG directives and policies. 


b. Estaplishes policies and procedures necessary to carry out 
mission. 


¢. Preseribes the organization and functions of subordinate offices, 
projects, and sections. 


d. Directs the assignment of personnel to subordinate offices, 
projects and sections. es 
Doe Br 
Oe. 


@. kEstaplishes priorities for work undertaken by #B6, 


f. Approves all suumaries, translations and research projects prior 
to publication, 


} DITTO Lee 
bioey 0.08 hah ii Bas © 
Berg 


8e Approves all distribution lists for Washington Document Center 
PRprven te cee The Ln lrunoutation f C16 derek, prldcess of fle tetle 
dl _scounity -metters-perteining -to-the-Washington 


h. Resvonsible for, 
te “the Document Conver. 
om 


i, Maintains contact with ATIS Document Section, G2, Hq, SCAP for 
the procurement of documents in Japan and Southern Korea, 


2. Administration and Security Office 


&- Performs personnel administration for the Army, Navy and Civilian 
components of the Weshington Document Genter Grae . 


b. Maintains such statistical records as are necessary to present a 
clear picture of the personnel situation at all times. : 


ce Assigns personnel to projects and sections in accordance with the 
policies and decisions of Chief Westtington Document Center Piwswel. - 


d. Studies vroper utilization of ancillary personnel making pertinent 
recommendations to Chief, Vesktrrston Document Genter, firemen 


e. Prepares studies of future personnel requirements. 


f. Excercises supervision over all security matters, insuring 
compliance with CIG regulations and recommending implementation of above 
regulations to meet local requirements. 


&- Publishes and maintains up to date Weekineten Document Genter = ee 


security regulations. 
h. Maintains roster of duty personnel, 


i. Insures distribution 1i ts of Weehtnetor Document Gerter publications 


are in accordance with CIG and se security policies. 


2 AOD Pere ge Py 
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j. Makes periodic inspection of organization to insure compliance 
with security regulations. 


<4 if 3 ‘ a 2a ae pee &t 
k, Provides for supply and services fm cia & 


1, Gontrols allocation and utilization of space assigned to the 
Weshington Document Genter 4+—--~< 6. 


m, Maintains necessary liaison with administrative, supply and 
services, and Security Officersof CIG. 
m. Operates the Weskhdeeton Document Genter message center. 


o. Maintains Central correspondence files. 
3. Control Office 


ae Receives all requests for translations, loan of documents, and 
factual research projects. 


b. Coordinates each request with Liaison Section to keep Idaison 
personnel informed of each request apd to enable Idaison Section to 
engage in such further liaison as is indicated. 


ce Upon’completion of necessary liaison, assigns action on each 
request in accordance with policies and decisions of Chief, Weshington 
Document Genter foe &. 


d. Allocates to and controls flow of work thru Projects, Editorial 
and Publications Sections to fulfill each approved request. 


e, laintains files of all requests and records of action taken, 


f, Maintains statistical progress records necessary for the 
preparation of progress reports. 


= g. Prepares progress reports for use of Chief Westrineton Document 
O-trer and such as are required by higher authority. 


h. Prepares distribution lists for all publications in cooperation 
with Liaison Section. 


i. Maintains files of all Washington Document Center Publications for 
use of Iieison Personnel, 


j. Routes incoming Intelligence publications to projects and sections 
concerned. 


4. lIZaison Office ; 

Wee Offers ca 4 Oprtraterr ss a ho 
. a. Waintains close lisison with the Gentred-intelLigenee Group and 
apres \ Intelligence agencies of the State, War and Navy Departments havin reals 
in the Weshingeter BocumentCember- document collectionadud Mgt iL ert. OF ee 
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b, Obtains thry written or verbal briefings the intelligence 
requirements of agencies served by Washington Document Genter ¢.... 


c. Studies dé sexe-problems involved in the distribution 
of Westington Document er. pubieatiane i with the 


Control Office La fomn PrZ ar 


d. Studies each request referred to the Liaison Section by the 
Control Office and effects such additional liaison as required. 


e, Advises requesting agencies of a,tion taken on their requests 
and keeps them advised of progress. 


f. Briefs agencies served concerning capabilities, policies and 
procedures of #eshinmgton Document Genter. . 


g. Briefs proper project and section Peres’ on intelligence 
requirements of agencies served. 


h. Arranges for gonferences between document research personnel of 
Weektmeton Document r and research personnel of other intelligence 
agencies concerned in order to minimize the effort required to meet 
their information requirements. 


5. Sereening Section F 
ei 
a. Receives and assign Wastrireton Document Certer numbers to all 
incoming documents. 
be 5 
b. Sorts documents of Westrinmeton Document Certer interest on 
project basis. 


c. Sorts and consigns documents to storage and to Library of Congress. 


d. With assistance from projects as required, preperes abstract slips 
of 21] documents of Waskineton Document Confer interest. 


c. Forwards documents with abstract slips to Library Section 


6. Library Section 


a. Maintains the Library of Foreign language documents on the Far 
East ren, ired by Weshtegton Document Septer to fulfill its mission. 


b. Maintains files consisting of English publications req,,ired 
by document research personnel and translators and complete files of 
materials published by Allied Translator and Interpreter Section AFPAC, 
Joint Intelligence Center Pacific Ocean Area, South Hast Asia Translation 
and Interrogation Center, and the Sino Translator and Interrogation 
Center. 


c, Maintains a document loan service. 


EY PRICE 
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7. Projects A, B, ©, D, 


a. Summarizes documents pertaining to its assigned geographical area 
except scientific and technical documents. 


b. Translates documents pertaining to its assigned geographical area 
except scientific and technical documents. 


ce. Performs such factual research projects as referred to it. 


d. Ghecks all summaries, translations and research reports to insure 
equation of meaning between original documents and completed work. 


e. Receives abstracts of documents pertaining to its assigned geographical 
area. 


f, Maintains indexes of documents pertaining to its assigned area in 
accordance with the Basic Intelligence Directive. 


gs Maintains card files of information to meet intelligence requirements 
of using agencies. 


8. Project E 


Perform same functions as those assigned to Projects A, B, C, D, 
however with respect only to Scientific and Technical documents. 


9, Editorial Section 


a. Sorts, edits, compiles abstracts slips for accession lists. 
by. 
b. Edits Westritzton Document Center summaries, translations and 
research reports for publication to insure editorial correctness without 
modification of meaning contained in original document. 


10, Publication Section 


a. Reproduces in proper form and g_antity the reports, translations, 
accession lists and other projects developed by the Westritrsson Document 
Carters 


b. Performs liaison with the Central Intelligence Group reproduction 
facility for the purpose of obtaining any required outside reproduction 
support. 


ec, Advises Chief, Project and Section Chiefs and other control 
personnel on publications problems. 


aya tenn 
ewe SEER 
ee > ee ce 


. Pa 
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RESTRICTED 


Seiten he CRA NCH 


eee Bace. Awe, 
ORGANIZATION CHART WASHINGTON DOCUMENTS GENTER | DECEMBER 1946 
be oh CO pete en TD epee 
“ hi oh & 
‘ | OFFICE 
i | OF 
id 


a) 


ADMINISTRATION CONTROL LIAISON 
OFFICE OFFICE OFFICE 


| 


PROJEGT PROJECT PROJECT | PROJECT | PROJECT 
B C 


SCREENING 
SECTION 


EDITORIAL PUBLICATION LIBRARY 
SECTION SECTION SECTION 
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ai RESTRICTED 
WASHINGTON DOCUMENT CENTER | DECEMBER 1946 


DOCUMENT FLOW CHART 


SCREENING 


(PREPARATION OF 
ABSTRACT SLIPS) 


woc 
LIBRARY 


woc 
STORAGE 


LIBRARY 
F 


0 
CONGRESS 


(DOCUMENTS) (ABSTRACT SLIPS) 


PROJECTS 


EDITORIAL 


OUTSIDE 
AGENCIES 


PUBLICATION 


woe 


(ACCESSION 


INTERNAL SECTIONS FOR LISTS) 


SUMMARY, TRANSLATION OR 
RESEARCH, AND PUBLICATION 
OF COMPLETED WORK. 
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Office Memorandum * UNITED STATES GOVERNMENT 


TO : Assistant Director for Office of Operations DATE: 16 December 1946 
FROM : Advisor for Management, ICAPS 


SUBJECT: Table of Organization, Washington Dooument Center voit eee 
: yUUU9CO 


a“ 


1. The attached memorandum from the ae ee Center is 
transmitted to you for your recommendations as to appropriate action 
at this time to maintain the Document Center at operating efficiency. 


2. Inasmuch as it is actually a going concern, it cannot be 
given first priority in the development of its final organizational 
structure ad personnel requirements. However, any emergency needs, 
such as providing means for hiring as civilians the military person- 
nel who will terminate their active service in the reasonably near 
future om be taken care of temporarily, pending later establishment 
of en approved organization. 


3. Request that any such emergency requirements be submitted 
on a priority basis, indicating names of individuals, dates of ter- 
mination of military service, positions for which desired, indication 
of relative importance of position within the organization, and. 
recommended grade as a civilian. 


25X1 


Incl. Memo dtd 4 Dec 46 
fr Deputy Head, WDC 
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WAR DEPARTMENT 
WAR DEPARTMENT GENERAL STAFF 
MILITARY INTELLIGENCE DIVISION, G-2 
WASHINGTON 25, D.C. 


WASHINGTON DOCUMENT CENTER 
Horner Building 
l4th & L Streets, NW, 
Washington, D.v. 


i» uU03900 


4 December 1946 P 


25X1 MEMORANDUM ri ORE, CIG: 


SUBJECT: Table of Organization, Washington Document Center. 


le In compliance with verbal instruction a recommended Table of 
Organization for the Washington Document Center is hereby submitted, 


2e Inclosure #1 is the detailed organization recommended. All 
positions have been set up as Civil Service positions except for Army 
and Navy Liaison personnel, Asterisks indicates control positions 
occupied by Army and Navy Officers at present, It is contemplated 
that these positions will be occupied by present personne] until 1 
July 1947. 

Ze Inclosure #2 is a consolidation of the recommended detailed 
table of organizetion and indicates positions filled by thel__ | 25X1 
military and Nevy personnel allotted to the Washington Document 
Center, available civilian personnel including military end Naval 
being converted to civilian status and the personnel requirement to 
bring the organization up to recommended strengths 


Yor the Head, WDC: 
25X1 


Deputy Head, WHC 
Incl: 


le Tentative TO 
Ze Consolidatsd Tentative TO 
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WASHINGTON DOCUMENT CENTER 
Horner Building 
14th & L Streets, HK, 
Washington, D.C. 


& Decenber 1946 


25X1 MEMORANDUM FOR re ORE, O16: 


SUBJECT: Table of Orgeniaation, Washington Dooument Center. 


2. In compliance with verbal instruction a recommended Tabis of 
Organization for the Washington Document Center is hereby submitted. 


2. Inclosure #1 is the detailed orgenisation recommended. All 
positions have been set up as Civil Service positions except for Army 
and Havy Lieisen personnel, Asterisks indicates control positions 
occupled by Aray and Navy Officers at present. It is contemplated 
that these pesitions will be ocoupied by present personnel until 1 
duly 1947. 

3. Inclosure #2 is a gonsolidatéon of the recommended detailed 
table of organisation and indicates positions filled by the[ | 25X11 
military and HZavy personnel allotted to the Washington Document 
Center, available civilien personnel including military and Feval 
being converted to civilian atatus and the personnel requirement to 
bring the organization up te recommended strength. 


For the Head, v/D0s 


25X1 
Deputy Head, #b¢ 
Incl: 


le Tentative TO 
2a Conaolidated Tentative To 
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top Anerieved Fogle 0 RE SAAT THE RRR y 


(Sender will Cc ification Top and Bottom) ay 


CENTRAL INTELLIGENCE GROUP 
INTER-OFFICE ROUTING SLIP 
Revised 10 Sept 194) 


DIRECTOR OF CENTRAL INTELLIGENCE 


EXECUTIVE TO THE DIRECTOR 


SECRETARY TO THE DIRECTOR 


EXECUTIVE OFFICE: ASST, EXECUTIVE DIRECTOR 


ADVISORY COUNCIL 


25X1 
__ APPROVAL INFORMATION. DIRECT REPLY 25X1 
__ ACTION RETURN COMMENT 
____ RECOMMENDATION PREPARATION OF REPLY FILE 
oe 25X11 
oe 


——_— CONCURRENCE DISPATCH 
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